CHAPTER 2 - E-MAIL SETUP/OPM TEMPLATE (“A” MESSAGE)
Step 1: E-mail Setup

(Your e-mail account must be setup in accordance with the following procedures for the process to work),
otherwise the come back “A” message OPM template will require “clean up” to adhere to the proper
format before posting to OPM site.

A. From the Desktop select the Microsoft Outlook icon.

opr-h. tat

Opmtmp. ket

Gl 216 Pr

b | Sla[ll Inbox - Microsoft Outlook I Ducumanl‘l - Microsoft Wur\:'
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B. Once you have Outlook open, go to your Inbox. On the top menu bar you will then select the Tools
item. Then under the Tools item select Options.

| | | [ 5 | 23 | |

Favarites | Tools #flons Help

| [ry X Address Book..,  Cerl+Shift+E | % send;% | '@, Find % Organize | EH = @ .
Inbo @ Rules Wizard. ..
Folder Lé Seryvices. . 9 a column header here ko graup by that column,

----- g 5 |%|@|Fram | Subject |Received
B oo 1T ™ template. program@jobentry, opm. gov REPLY & Fri 10/13/00 1:12 PM

Journal ) template. program@jobentry opm.gov REPLY & Fri 10/13/00 10:53 AM

""" Motes =y template. program@jobentry opm. goy REPLY & Fri 10/13/00 9:20 AM

~4Z5 Outbox =y template . program@jobentry opm. goy REFLY & Fri 10/13/00 8:50 AM

""" 2 Sent ltems i) template.program@jobentry .opm.gov REPLY & Fri 10/13/00 8:21 &M

EI@? Tasl;s =y template. program@jobentry opm. goy REPLY & Fri 10/13/00 8:21 &M
i Qém.-:;ahd' =y template . program@jobentry .opm. gow REPLY & Fri 10/135/00 &:21 AM

_____ @ AF-EoIriSersion lssues i) template, program@jobentry oprm, goy REPLY & Thu 10/12/00 5:35 PM

_____ By AF-CPDSS i) temnplate  program@ijobentry opr, gov REPLY & Thu 10/12/00 5:35 PM

_____ o =y template . program@jobentry .opm. gow REPLY & Thu 10/12/00 5:35 PM

SE AF-Edify

_____ E AF-FEHE Carrier Feed = template, program@iobentry opm, goy REPLY & Thu 10/12/00 5:35 PM
55 AFh Processing ] REPLY & 0]

..... 1 AFInterfaces = template . programi@jobentry opm, goy REPLY & Thu 10/12/00 3:22 PM
55 AFVAS =y template program@jobentry .opm. gov REPLY & Thu 10/1Z2/00 3:22 PM
[_]@ AF-0PM Job dnnouncement F ] Daye Michels & MSgt AFPCHCCOA Credit Fait on 21 Oct Thu 10/12/00 3:07 PM

“-5E1 AF-Oracle New Stuff o S— Tt oon Thosolinion o snnes

..... SE AF-PARIS From: template. program@jobentry.opm.goy To:  JACQUELIMNE, HAHN@AFPC, RAMDOLPH, AF MIL

_____ B AF-Pawall Subject: REPLY & Cc:

----- £F AF-Problem Feports
E]---@ AF-Fesumix

----- £E AF-Self Momination

""" B AF Systems Agency announcement # 00AUG216882

----- $E AF-Test Plan record added to wacancy database. OFM control #=TH?773

----- £E AFWacancy Announcement

""" @ BE Forms & Repoits 636363636363 36 36 36 36 3 3 M HOTICE 363636 3636 36 396 36 36 3636 36 M
48 CFC - DPC Template i= being changed to revise the summer field - Hew template will be

----- 53 CFC Bus Tours REQUIRED on submissions received BEGINNING MAY 22, 2000.

----- Computer wWeb Sites
I:I---%? Delelt:ed tams Agencies with integrated human resources systems will be provided with the

tenplate in advance. COther users mavy pick up the revised temnplate from the
-G Important Web Online Job Entry Program. Job Entry Board download area. or ftp =ite.

----- % Inbox See broadcast fax dated May 5 for additional information: fax i=s awailable

@ Outhox from the Web Job Entry Program. Contact Charlotte Holzman on 202-606-1756 o

_____ T Sent ltems Angie Griffitts on 915-651-6363 if vou have additional guestions.

- Public Folders =
0 2
s0x - Microsoft Outl B Document] - Microsaft W’orcl Bl

AFPC/DPCXT, Revised 10/02 24



C. Under the tab, Mail Format you will need to set “Send in this message format:” to Plain Text.

Preferences I Mail Services  Mail Farmak |Spelling I Securiby| Cther I Delegates I

Message Format

Choose a Format For outgoing mail 2id change advanced setkings.

Send in this message Format? Plain Text j

- _ ~ [HTMU
Use Microsaft Word to edit &-0ryicrosoft outlook Rich Text

PlainText

™| Send | gictures from the Interme

Stationery and Fontks

Ilse skationery ko change wour default Font and style, change colors,
and add backgrounds ko your messages.

Ilse this stationery by defaulk; I::Nu:une:b j

Fonks., .. | Shaticners: Ficker.. |

Signature

Automatically include wour signature or abkgch an eleckronic business
card (wiCard) ko oukgoing messages.

Ilze this Signature by defaulk: I«::Nu:une:b j

I¥ | Dot use whenreplying o farwarding Signature Ricker .. |

\ (s I Cancel | Appl |

If you are unable to
change your settings
you will need to put in
a work order with your
systems office.

You will also have to set ysur fonts to Courier 10 pt. To do this click on the “Fonts...” button.

If you have a signature set for\your e-mail you will need to make sure that the “Don’t use when replying or

forwarding” block is checked.
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D. You will then see the Fonts window below. Select the “Choose Font...” button for all three selections,
“When composing a new message”, “When replying and forwarding:” and “When composing and
reading plain text”.

Fonts [ 2] |

—Message fonks
% When composing a new message:;
IlD pt. Courier

When replying and forwarding:

A

IlEI pt. Courier Choose Fank. ..

When composing and reading plain texk;

IlEI pt. Courier Choose Fonk.., | <

International Fonts., .,

— Stationery fonks

Some Stationeries have fonts assaciaked with them, You
can choose ko always use your Fonts instead of the ones
specified in the Stationery,

™ Use the Font specified in Stationery (i specified)
™ Use my font when replying and forwarding messages

= always use my Fonts

Ik Zancel
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E. Select “Courier’, “Regular’ and “10”, then hit the OK button.

Lont Font style: Size:
e — T
Courier Mew Italic: 1z Cancel |
H Desdemona 1 |Bold 15
Fixedsys Biold Italic
% Footlight BT Light
(3 aramond
H Georgia LI j j
— Effects — Sample
[ Strikeout
[ Underline AsBbYyZz
Colar:
I--"-"-Ut':' x| | Scipt:
IWestern ;l

Note: OPM will not accept the e-mail from you if it is not exactly like the template format.
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Step 2: E-mailed OPM Template

The OPM Template will be e-mailed to the Staffing Specialist that created the requisition. See display
below of how this e-mail will look.

& Inbox - Microsoft Dutlook %I@I@IQI@

JEiIe Edit Wiew Favoribes Tools Actions Help

Jgew - | & | [ X | Sy Reply RaReply to Al G Forward | (= send/Receive | 2oFind %q Organize | B - | [7) .
Falder List * | M Crag a column header here ta graup by that calumn.
E]---@ Inbox (2] ;I
{ﬁ Jourmal LA N] |?|Q|Fr0m |Subject |Recei\red W |Siz.
----- Motes A @ Gagliano Karen R Contr AFPC/DPDMC New STR Wed 2/21/01 2:37 PM
-F5 Outbox Tim,
=551 Sent ltems Here's another NT STR. For wou.
i $E 2001 NT 5TR: I Thanks, Karen Gagliano <end=
E deborah.h. afpc.randolph.af, mil
=y aagliano Karen R Contr AFPCDPDMC RE: NT Testing wed 2/21/01 2:05 PM
] Hahn Jacqueline D Civ AFPCIDPCXF FW: EIS744,doc Wed 2/21/01 11:14 AM
R AF- Misc i) Hahn Jacqueline D Civ AFPCIDPCKF EIS46a.doc Wed 2/21/01 10:52 AM
..... SE3 AF-Conversion |ssues ' @ Moore Cecilia Civ AFPC/DPCRF Time & Attendance Wed 2/21/01 10:42 AM
----- SE AF-CPDSS B4 Gagliano Karen R Contr AFPC/DPDMC System testing Wwed 2,/21/01 10:33 AM
----- SE AF-Edify ‘ol can begin kesting the system again !
..... S AF-FEHE Carrier Feed Thanks, Karen Gagliano <end=
-8 AFIn Pracessing ] Swank Peqggy F Civ AFPC/DPDMC T Testing Wed 2/21/01 9:14 AM
..... S AF-Interfaces o] 0 Gagliano Karen R Contr AFPC{DPDMC Closed STR's Wed 2/21/01 7:52 AM
E]@ ﬂF'lVHS P A anliama Faran D Canke AFDS IMDORT Mlaia STOD Wad 2101 707 AmM
----- E1 4F-OPM Job Announcemen! | [==== START OF AMNOUNCEMENT TEMPLATE ====
----- B AF-Oracle New Stuff USER MAME (ON BULLETIN BOLRD): AFPC DPCTD
----- E AF-PARIS JOE TYPE: F
----- B AF-Payrol STUDENT EMPLOYMENT OFPPORTUNITIES: M
----- B AF-Froblem Reports COULD POSITION BE FILLED A% FART-TIME OR JOBE SHARE: N
5B AF-Resumiy PUBLIC: ¥
----- $E1 AF-Self Nomination STATUS :
----- B AF-Systems INTERMAL:
----- B AF-Test Plan
----- {1 AFVacanoy Announcement | |AGEMCY ANNOUNCEMENT NUMEER: O1FEEZ33548
----- E1 BEE Farms & Reparts OCCUPATIONAL SERIES: 0301
----- B Computer Web Sites OCCUPATIONAL SUFFIX: 2
-3 Deleted Items JOB TITLE: MAINTEWNANCE MANAGEMENT AMALYST
G- Important INCLUDE IN INFORMATION TECHNOLOGT SEARCH: M
----- &2 Inbox
----- $E Jackie's Training Classes FEDERLL PALY PLAN: oS
38 Outhox PAY TYPE: &
----- A Sent ltems _||MININUM STARTING SALALRY: 51927
-1 Public Folders *||MAXIMUM SALARY: 67500
4] | Pl |BEGINNING GRADE: 12

|150 Items, 2 Unread

g Start| (5 Exploring - C:\My Docume... | B Step1 - DPM-EMAIL-DOC....

Inhox - Microsoft Outl. .. <
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A. Doubile click on the e-mail file. When the file comes up it will look like this, see below. Once this
E-mail file appears, select the Forward button from the top menu option. This will create a Forward
Screen so that the e-mail can be forwarded.

B A - Meszage [Plain Text) %I@I@I@Ig

JEiIe Edit Miew Insert Format Tools Actions Help

JQJR_eply|@Replyto.ﬂ.[l|§§For@ard |§ | w ||:B > | F A A=| @ -

|ﬂ You forwarded this message on 2/21/01 2:35 PM. Click here ko find all related messages.

From: deborah.harris@afpe. randolph. af . mil Sent: hone
Tao: job. entry@jobentry. opm.got

LaleH

Subject: A

==== START OF ANMNOUNCEMENT TEMFLATE ====

USER NAME (ON BEULLETIN BOARD) : AFPC DPCTD

JOBE TYFE: F

STUDENT EMPLOYMENT OPFORTUMNITIES: N

COULD POSITION BE FILLED AS PART-TIME OR JOBE ZHARE: N
PUBLIZ: X

STATUS:

INTERMAL:

AGENCY ANNOUNCEMENT NUMEER: O1FEBZ33543
QCZCUPATICHAL 3IERIES: 0301

QZCUPATICHNAL SUFFIX: Z

JOBE TITLE: MAINTENANCE MANAGEMENT ANALYST
INCLUDE IN INFORMATION TECHMNOLOGY JEARCH: N

FEDERAL FPAY PLAN: G35

PAY TYPE: A

MINIMUOM STARTING 3IALARY: 51927
MAXIMUOHM SALALRY: a7500
BEGINMNING GRADE: 12

ENDING GRADE: 12

PROMOTICN POTENTILL:

OPENING DATE ##/##/####: 02/23/2001
CLOSING DATE ##/##/####: 03/08/2001

LOCATICN 1 — NUMEER OF WACANCIES: 0001
LOCATION 1 — LOCATION NAME: MNetherlands O
LOCATICON 1 — DUTY LOCATION CODE: 1553

LOCATION NUMEER OF VACANCIES (OPTIONAL) :
LOCATION LOCATION MNAME (OPTICHAL) :
LOCATION 2 - DUTY LOCATION CODE (OPTICHAL) :

[SST ot ]
[I

LOCATICON 3 — NUMBEER OF WACANCIES (OPTICNAL) :
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B. In the “To... address block”, type in the following address: job.entry@jobentry.opm.gov
In the Subject block: Delete the text FW:
You will want to leave just the capital A in the Subject Block.

¥ Fw': A - Message [Plain Text) I E
J Eile Edit Wiew [nsert Format Tools Actions Help
J §end|n§|%ﬁ|@|! $|Y|Ogtions...|@ ?J T b Z é|15l £ U

TOues ||'ob.entr jobentry, oprm, goy
e |]

Subject: Im [ \

————— Original Message————-— _
From: deborah.harrisfafpe.randolph.af.mil A_Add
[mailto:deborah.harrisfafpe.randolph.af.mil]
Jent: None

To: job.entryljobentry.opm.gov

Subject: AL

==== ZSTART OF ANNOUNCEMENT TEMNFLATE ====

USER WAME (ON BULLETIN EOALRD): AFPC DPCTD

JOBE TYPE: F

STUDENT ENPLOYMENT OPPORTUNITIES: N

COULD POSITION BE FILLED A3 PART-TINE OFR JOE SHARE: N
PUBLIC: X

STATUS:

INTERMAL:

AGENCY ANWOUNCEMENT NUMEEER: O1FEEZ33548
QCCUPATIONAL ZERIES: 0301

QCCUPATIOWAL 3JUFFIX: Z

JOBE TITLE: MAINTENANCE MANAGEMENT ANALYST
INCLUDE IN INFORMATION TECHNOLOGY JEARCH: N

FEDERAL PAY PLAN: G3

PLY TYPE: &4

MINIMUM 3TARTING JALARY: 51927
MAXIMUN SALARY: £7500
BEGINNING GRADE: 12

ENDING GRADE: 12

PROMOTION POTENTIALL:

OFENING DATE ##/##/####: 02/23/2001
CT.OSTHG NATE #8888 Nz /n=a/2nn
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C. Next you must remove the Original Message address information. See below the highlighted area
that must be removed.

You can click and highlight this area and then hit the Delete key.

B A - Meszage [Plain Text) %I@I@I@Ig

JEiIe Edit iew Insert Format Tools Actions Help

|2ed S| % R 0] 4| Dopos.. @ 2

To,.. | Ijob.entrx@jobentrx.ogm.gov

<. ||

Subjeck: |A

wdolph.af.wil

<+— DELETE

==== START OF ANNOUNCEMENT TEMFLATE ====

USER NALME (ON BEULLETIN BOARD): AFPC DPCTD

JOBE TYFPE: F

STUDENT EMPLOYMENT OFFORTUNITIES: N

COULD POSITICON BE FILLED AS PART-TIME OR JOBE SHARE: N
PUBLIC: X

STATUS:

INTERMNAL:

AGENCY ANMNOUNCEMENT NUMEER: O1FEBEZ233543
QUCUPATICHAL 3ERIES: 0301

QZCUPATICHALL SUFFIX: Z

JOBE TITLE: MAINTENANCE MANAGEMENT ANALYST
INCLUDE IN INFORMATION TECHNOLOGY SEARCH: N

FEDERAL PAY PLAN: G3

PALT TYPE: A

HNINIMUOM STARTING 3ALARY: 51927
MAXTIMUOM SALARY: a7500
BEGINNING GRADE: 12

ENDING GRADE: 12

PROMOTICN POTENTILL:

OPENING DATE ##/##8/####: 02/23/2001
CLOSING DATE ##/##/####: 03/08/2001
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D. The screenshot below shows what the final e-mail product should look like. In the To Block: you
should see the address job.entry@jobentry.opm.gov

In the cc Block: it should be left blank, do not enter any data in this item
In the Subject Block: there must be a capital A

The body of the e-mail must start with the first character of the OPM Template which is the ====
START OF ANNOUNCEMENT TEMPLATE ====

NOTE: All of these items must look exactly like the attachment below, if they do not, the e-mail
will reject at OPM.

Now that the OPM Template is ready to go, click the Send button. This will send the Template to
OPM.

% A - Message [Plain Text) B2 I%I@I@I@'g
J - =

JEiIe Edit Wiew Insert Eeemaf Tools Actions Help

|2 4T & - B2 0

To,.. | Ijob.entrx@jobentrx.ogm.gov

<. ||

Subjeck: |A

LI B | L4 |Ogti0ns... | @ &

=
=
Py
=]
i
]
]
Tl

: START OF ANNOUNCEMENT TEMPLATE ====

USER NALME (ON BEULLETIN BOARD): AFPC DPCTD

JOBE TYFPE: F

STUDENT EMPLOYMENT OFFORTUNITIES: N

COULD POSITICON BE FILLED AS PART-TIME OR JOBE SHARE: N
PUBLIC: X

STATUS:

INTERMNAL:

AGENCY ANMNOUNCEMENT NUMEER: O1FEBEZ233543
QUCUPATICHAL 3ERIES: 0301

QZCUPATICHALL SUFFIX: Z

JOBE TITLE: MAINTENANCE MANAGEMENT ANALYST
INCLUDE IN INFORMATION TECHNOLOGY SEARCH: N

oI SSNh RN RN G No line may exceed 70 Characters,
PAYT TYPE: L 4

MINIMUM STARTING SALARY: 51927 |nclud|ng spaces.
MAXINUM SALARY: 67500
BEGINNING GRADE: 12
ENDING GRADE: 12
PROMOTION POTENTIAL:

OPENING DATE ##/##8/####: 02/23/2001
CLOSING DATE ##/##/####: 03/08/2001

LOCATICHN 1 - NUMEER OF WVACANCIES: 0001
LOCATION 1 - LOCATION NAME: Netherlands OL
LOCATION 1 - DUTY LOCATION CODE: 1553

LOCATICON 2 — NUMEBEER OF WACANCIES (OPTICNAL) :
LOCATION 2 - LOCATION NAME (OFTICHAL):
LOCATION 2 - DUTY LOCATION CODE ([OFTICMAL) :
LOCATICON 3 — NUMEBER OF WACANCIES (OPTICNAL) :
LOCATION 3 — LOCATION NAME (OPTICHAL):
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E. If the template is not accepted by OPM, you will be notified by e-mail similar to the one shown
below. This particular reject is letting us know that the Close Date was not greater then the Open

Date.

& Inbox - Microsoft Dutlook

JEiIe Edit “iew Faworites Tools Actions Help

| e -

> W | ByReply Reph to &l @ Forward | 25 Send/Receive Find %qCrganize
]

Outloak Shartcuts

x

b

=

b

My Shartouts

Other Shortcuts

<]

]@ Inbox [1]
@ Jourmnal
----- Motes
@ Outbox

----- S Sent tems

7551 AF- Misc

----- $E AF-Conversion lssues
----- $E AF-CPDSS

..... 5 AFEdiy

----- 5 AF-FEHE Carrier Feed
H-5E1 AF-In Processing

----- $E AF-Interfaces

0GB AFIVRS

=551 AF-0PM Job Announcement F

-5F AF-Oracle Mew Shuff
----- SE AF-PARIS
----- SE AF-Payrall
----- $E1 AF-Problem Reports
R
----- $E1 AF-Self Nomination
----- SE AF-Systems
----- SE1 AF-Test Plan
----- $E1 AFWacancy Announcement
----- £E BSE Forms & Feports
£ CFC - DPC
----- $E3 CFC Bus Tours
----- $E3 Computer ‘web Sites
i3 Deleted ltems
-5E Important

@ Outbox

----- S Sent tems

-5 Public Folders

Al

| o

Folder List

Drag a column header here to group by that calurmn,

' [ ]% | @|From | Subject |Received T |
% IBM OS2 SEMDMAIL YERSION 2.0 Thu 10§19/00 &:55 AM
] template, program@jobentry, oprm.goy REPLY A& Thu 10§19/00 &:25 AM
= JACQUELINE HAHM@WGFRPC RANDC. .. A Thu 10§19/00 7:57 AM
% JACQUELIME HAHNEAFPC RAND D, ., A Thu 10§19/00 7:56 AM
] JACQUELIMNE HAHM@DAFPC RANDO, .. & Thu 10§19/00 7:56 AM
= JACQUELIME HAHM@GFRPC RANDC. .. A Thu 10419400 7:55 AM
] JACQUELIME HAHM@WGFPC RANDC. .. A Thu 10§19/00 7:55 AM
% JACQUELIME HAHMN@AFPC RANDO, .. & Thu 10§19/00 7:54 AM
] PERSLARM Admin Carplter Mews & Tips wed 10/18/00 7:34 PM
] 0 Foster Refuges A Civ AFPC{DPCXF FYL resumix changes Wed 10/18/00 3:38 PM
] template, program@jobentry, opm.goy REPLY A& Wed 10/18/00 1:43 PM
=y template. progr. REPLY A Wed 10/15/00 11:27 M
-] temnplat :

IBM Q52 SENDMAIL YERSION 2.0

TLA M A SELILARA T SR S TAR

wed 10/18/00

i_danlantan anon

l&

Agency announcement # 00AUG216881
12-01-2000 — Closing date i= within 3 davs of opening date.
12-01-2000 — Closing date must be greater than opening date.
record NOT added to vacancy databa=e because of errors.

363636 363636 36 36 3 3 36 X X HOTICE 36 3636 36 36 363636 36 336
iz being changed to revise the szummer field — Hew template o
on submissions received BEGINNING MAY 22, Z000.

Temnplate
REQUIEED

Agencies with integrated human resources systems will be provided wi
tenplate in adwance. Other users mnavy pick up the revised template
Web Online Job Entry Program, Job Entry Board downlosd area. or ftp :
See broadcast fax dated May &5 for additional information; fax i= ava
from the Web Job Entry Program. Contact Charlotte Holzman on 202-606-
Angie Griffitts on 915-651-6363 if wou have additional questions.

AFPC/DPCXT, Re
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F. If the template is accepted by OPM, you will be notified by e-mail similar to the one shown below.
Notice the OPM control number that was sent back to us, TH8867. You will need to keep track of this
number in case you need to make a change or delete the Temylate from OPM.

& Inbox - Microsoft Dutlock

JFiIe Edit Wiew Faworites Tools Actions Help

J‘New - % | % b | £ Reply @Reply to Al W Forward | I%SencI,I'F‘\en:ewle %Flnd \gamze EZ]

Outlook Shortcuts

Folder List X | M Drag a column header here ta group by that oNumn.
(-5 Inbox [1] =]
43 Joumal | [ 5| @|From \ subject |Received T
Motes % Smith Mary E Civ AFPCIDPCC ! Does anyone else need mo... Tue 10/24/00 2:22 AM
-84 Outhes P wall Glenda F Civ AFPC/DPCE R Plastic CFC Pins Tue 10/24§00 9:20 AM
-4 Sent ltems =y Tellgren Timakhy M Civ AFPCIDPCRF - RE:\kaff Meeting 10-24 at 9:00  Tue 10/24/00 7:24 AM
@ Tasks ] Flemmer Francine C Civ AFPC/DPCHF  Staff Weeting 10-24 at 9:00 Mon 10§2300 5:32 PM
=) Personal ) £y 0 Cruz Robert LkCol AFPCIDPDO Flease Nttend Tomorrow's CFC ... Mon 1042300 Z:00 PM
D"'?; iE'CM'SC - 1§ Moore Cedlia Civ AFPC/DPCHF XF TRNGYY 01 Mon 10f23/00 11:10 AM
@ .&F:C;BVSBS[SID” Faues ] template, program@jobentry, opm.goy REPLY A Mon 10/23/00 2:55 AM
P A ] zood Patsy 5 Civ AFPCIDPC DPC Staff Mdgting Mon 10/23/00 9:39 Ak
G .&F-FEH}IB Carrier Feed = ternplate.pru:.grarrn:ﬁ:lu:ut-entr";.-'.n:-|:|rr|.|;||:-'-.-' REPLY A& b
-G8 AF-In Pracessing =y template, program@jobentry,opm.goy REPLY A Fri 10020/00 1:12 PM
5 AF-Interdaces ] Ragan Morris C Contr AFPC/DPDIDL  RE: OPM DatabasqChange - R...  Fri 10§20/00 1:03 PM
B5E AFVRS = template, program@jobentry . opm.gov REPLY A Fri 10020000 21 AM
[_]@ AF-0PM Job Announcemet F %3 0 Sloan Barbara 1 Civ AFPCIDPCHF RE: Updated Huerta Kief Fri 10§20/00 6:17 AM
-5 AF-Oracle Mew Stuff | Foster Refugee & Civ AFPC/DPCXE  RE: Archive File Thu 10/19/00 5:43 PM
P AF-PARIS AT o T R oy L e TV N S FE A o TL.. anlindan e s
2
5B AF-Pagroll
-4 AF-Problem Reports
-4 AF-Resumix
--$E AF-Self Momination A
gency announcement # 00AUGZ16280
- AF-Systems record added to vacancy database, OPM control (#=THS867
-4 AF-Test Plan
g :;g;canci.;nnoupcement 3636 36363636 36 3636 363636 36 3 HOTICE 3636 3636 36 36 36 36 36 36 IEIEIE
IME & REpans Template is being changed to revise the summer field — Hew template
-5 CFC-DPC REQUIRED cn submizsions received BEGINNING MAY 22, 2000.
-4 CFC Bus Tours
--$F Computer Wweb Sites Agencies !gi th integrated human resources systemns wil; be provided wi-
(3 Deleted ltems template in advance. Other users may pick up the revised template fx
Web Online Job Entry Program. Job Entry Board download area, or ftp :
B2 Important See broadocast fax dated May § for additional information: fax is ava:
@ Inbiox from the Web Job Entry Program. Contact Charlotte Holzmean on 202-606-
.@ Outbox Angie Griffitts on 915-651-6363 if wou have additional questions.
--5E1 Sent ltems
My Shortcuts []---@I Public Folders —

Other Shortouts || 4 | | » |
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G. Do not make any changes to the data above the ==== END OF ANNOUNCEMENT TEMPLATE
==== [ine.
FYI: There may be times where you may have to change locations, open/close dates
etc. However, you must ensure to make ANY changes VERY CAREFULLY as the
template is character sensitive.
If you want to add any more information to the announcement, you must add it below at the
appropriate area. NOTE: No line of data can exceed 70 characters.

B¥% A - Meszage [Plain Text) B I%I@I@I@Ig

JEiIe Edit WYiew Insert Format Tools Actions Help

oo @& a0t 4] v/ /Bomms. @ 2 - -| -la[Brujs==E=:
/
To... ||1ob.entr @jobentry, opm.qoy /
e | /
Subject: IA /
REMARES LINE 5:
REMARES LINE 6£:
REMARE CODE 1:
REMARE CODE Z:
REMARE CODE 3:
REMARE CODE 4:
REMARE CODE 5@
==== END OF ANMNOUNCEMENT TEMFLATE ====
Vacancy Annouhcermsht Nunber: O01FEBZ33548
Opening Date: 02/23/2001 No line may exceed 70 Characters,

Closing Date: 0370872001 including SpaceS.

Pozition: MAINTENANCE MANAGEMENT ANALYIT
GE-0301-12/712

Salary: $51927 per year — $67500 per wyear

Duty Location: 1 wvacancy at
Hetherlands OL

Lpplications will he accepted from: Open to the Genersl Public.

Attention Interagency Career Transition Assistance Program (ICTALP)
Lpplicants: Individuals who hawve special priority selection rights under
the ICTAP mrust be well gqualified for the position to receive consideration
for special priority selection for wacancies within their commmuting area.
Displaced ewployeses of the forwer Panawms Canal Zone will receive priority
cohsideration for wvacancies for which they apply and are well qualified
throughout the Continental Tnited States. ICTAP eligikbles will ke
cohsidered well gqualified if they have demonstrated that their experience
exceeds the minimun cualification recuirements. This demonstration of
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H. Deleting an OPM Job Announcement

You have to forward a copy from your Send Mail directory, (this will be the original e-mail that was
sent when the job announcement was created) to OPM. In the To Line: type in
job.entry@jobentry.opm.gov. In the Subject Line: type in D with one space and then the OPM
Confirmation Number. You will need to delete any other headings that may be attached to the
file, since you are doing a forward. The body of the e-mail should start with ==== START...

Then hit the Send button, this will delete the Job Announcement from OPM that was created with

the TH8423 Confirmation number.

i¥% A - Message [Plain Text! |%®@@@

JEiIe Edt Wiew Insert Foltnat Tools Actions Help

ERIEERY LIRS
J

To... | oh.entry@‘fentry.ugm.gov
Coo

|D THa4z3] )

==== 3TA] ANHOUNCEMENT TEMPLATE ==== o
TUSER NAME (CN BULLETIN EOARD): AFPC DPCTD

JOE TYPE: F

STUDENT EMPLOYMENT OFPORTUNITIES: N

COULD POSITION BE FILLED A% PART-TIME OR JOBE 3HARE: N

PUBLIC: X

STATUS:

INTERNAL:

Aler

Subject:

AGENCY ANWNOUNCEMENT NUMEER: 01FEE233548
OCCUPATIONAL SERIES: 0301

OCCUPATIONAL 3UFFIX: Z

JOBE TITLE: MAINTENANCE MANAGEMEMT ANALYST
INCLUDE IN INFORMATION TECHNOLOGY SEARCH: N

FEDERAL PAY PLAN: G2

PAT TYPE: L

MINIMUM STARTING 3ALARY: 51927
MAXIMUN SALARY: 87500
BEEGINNING GRADE: 1z

ENDING GRADE: 12

PROMOTION POTENTIAL:

OPENING DATE ##/##/####: 02/23/2001
CLOSING DATE BH/H#/####: 03/058/2001

LOCATICH
LOCATICH
LOCATICH

-
1

NUMBER OF VACANCIES: 0001
LOCATICHN MAME: Netherlands OL
DUTY LOCATION CODE: 1553

[
[

LOCATICH
LOCATICH
LOCATICH

[N
|

NUMBER OF VACANCIES (OPTIONAL):
LOCATICH MAME (OPTIONAL):
DUTY LOCATICN CODE (OPTIONAL):

[ SR NY
[

LOCATICH
LOCATICH

ca
|

NUMBER OF VACANCIES (OPTIONAL):
LOCATION NAME (COPTICNAL): :J

o
|
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I. When the Job Announcement is DELETED, OPM will send you a confirmation e-mail stating that the
control number was deleted. Below is an example of an E-mail message received back from OPM,
indicating the control number for Job Announcement TH8423 was deleted.

&% REPLY A - Message [Plain Text) [_ O] x|
JEiIe Edit Wiew Insert Format Tools Actions Help |
JQJ&eply | £ Reply to Al |$§F0rﬂard | & | L4 ||:B * | * - ¥ - .Af| @ -
J . . Al £ p|E==EE —.
From: termplate. program@jobentry. opm.goy Sent: Wed 10/18f00 2:46 PM
Ta: JACQUELIMNE, HAHNEAFPC, RANDOLPH, AF, MIL
o
Subject: REPLY &
| El
THE8423 - The control number was DELETED.
36363636 36 363636 36 JE I HOTICE 3636 36 363636 36 36636 36 JE
Template i= being changed to revise the summer field - Hew template will be
REQUIRED on =ubmissions receiwved EEGINNING MAY 22, 2000.
Agencie= with integrated human resources =systems will be prowided with the
template in advance. Other users mavy pick up the revised template from the
Web Online Job Entry Program, Job Entry Board download area, or ftp =ite.
See broadcast fax dated May 5 for additional information; fax 1= available
from the Web Job Entry Program. Contact Charlotte Holzman on 202-606-1756 or
Angie Griffitts on 915-651-6363 1if vou have additional guestions.
[ -]
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J. Changing an OPM Job Announcement

e You have to forward a copy from your Send Mail directory, (this will be the original e-mail that was
sent when the job announcement was created) to OPM. In the TO Line: type in
job.entry@jobentry.opm.gov. In the Subject Line: type in C with one space and then the OPM
Confirmation number. You will need to delete any other headings that may be attached to the
file, since you are doing a forward. The body of the e-mail should start with ====START...

e Then hit the Send button. This action will change the OPM Job Vacancy Announcement that was
created with the TI3829 Confirmation number.

% A - Message [Plain Text) %@@@@

JEiIe Edt Wiew Insert Format Tools Actions Help

EEACEERE TR

=3
o

L
L=
NI

To... I ob.entry@jobentry. opm. goy

=)

Subiect: |c T13829]

==== FTART OF ANNOUNCEMENT TEMPLATE ==== o
TUSER NAME (CON BULLETIN EOARD): AFPC DPCTD

JOE TYPE: F

STUDENT EMPLOYMENT OPPORTUNITIES: N

COULD POSITION BE FILLED AS PART-TIME OR JOB SHARE: N

PUBLIC: X

STATUS:

INTERNLL:

AGENCY ANWNOUNCEMENT NUMEER: 01FEE233548
OCCUPATIONAL SERIES: 0301

OCCUPATIONAL 3UFFIX: Z

JOE TITLE: MAINTENANCE MANAGEMENT ANALYST
INCLUDE IN INFORMATION TECHNOLOGY SEARCH: N

FEDERAL PAY PLAN: GS

PLY TYPE: L

MINIMUM STARTING 3ALARY: 51527
MAZIMUN SALARY: £7500
BEEGINNING GRADE: 1z

ENDING GRADE: 12

PROMOTION POTENTIAL:

OPENING DATE EH/H#/####: 02/23/2001
CLOSING DATE ##/##/####: 03/08/2001

LOCATICN
LOCATICN
LOCATICH

[
|

NUMBER OF VACANCIES: 0001
LOCATION NAME: Netherlands OL
DUTY LOCATION CODE: 1333

[
[

LOCATICH
LOCATICH
LOCATICH

]
|

NUMBER OF VACANCIES (OPTIONLAL):
LOCATICH MAME (OPTIONAL):
DUTY LOCATICH CODE (OPTIONAL):

(S
[

LOCATICH
LOCATICH

w
|

NUMBER OF VACANCIES (OPTIONAL):
LOCATION NAME (CPTICNAL) : :J

o
|
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K. When the Job Announcement is CHANGED by OPM, you will receive a confirmation e-mail message

stating that the record changed in the vacancy database. Below is an example of an e-mail received from
OPM, indicating that the record was changed.

2% REPLY AB - Messzage [Plain Text)

I[=] 3
JEiIe Edit Wiew Insert Format Tools Actions Help |
JQJ&eply | £ Reply to Al |$§F0rﬂard | & | L4 |%§ * | > - ¥
| : A= [alE L oE —.
From: termplate. program@jobentry. opm.goy Sent: Thu 124700 2:47 PM
To: DEBCRAH, HARRIS@AFPC, RAMDOLPH. AR MIL
o
Subject: REPLY AE
I El
Agency announcensnt ¥ 00HOV23I0z288
record changed in vacancy database. OFM control #=TI3829
3636336 36 363036 36 3303 3 HOTICE 363636 3636 3636 3636 36 36 3636
Template i= being changed to revise the summer field - Hew template will be
REQUIRED on =ubmissions receiwved EEGINNING MAY 22, 2000.
Agencie= with integrated human resources =systems will be prowided with the
template in adwvance. Other users may pick up the revi=ed template from the
Web Online Job Entry Program, Job Entry Board download area, or ftp =ite.
See broadcast fax dated May 5 for additional information; fax 1= available
from the Web Job Entry Program. Contact Charlotte Holzman on 202-606-1756 or
Angie Griffitts on 915-651-6363 1if vou have additional guestions.
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